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BACKGROUND 
The San Diego Workforce Partnership (SDWP) is a designated contractor to provide the CalFresh 
Employment and Training (CFET) program in the County of San Diego. SDWP leverages existing 
employment and training programs within the city and county that can help CalFresh participants as they 
work on gaining the skills and training necessary to find and retain high-quality employment on their path 
towards self-sufficiency. CFET program providers are local community organizations contracted by 
SDWP to deliver allowable employment and training (E&T) programs and services to participants. This 
handbook provides a standard set of policies and guidelines for CFET partners.  

 

CALFRESH BASICS 
The Food and Nutrition Service (FNS) is the federal agency responsible for administering and funding the 
Supplemental Nutrition Assistance Program (SNAP), which is authorized by the Food and Nutrition Act of 
2008, as amended, and was reauthorized by the Agriculture Act of 2018. SNAP helps people with low 
incomes, who meet federal income and resource guidelines, by providing a monthly benefit to supplement 
their monthly food budget.  

Direct administration of SNAP, called CalFresh in California, is delegated to each state, with ten states 
further delegating administration to county agencies. California is one of the ten states administering the 
program at the county level. In the County of San Diego, CalFresh benefit eligibility is determined by staff 
within the County of San Diego Health and Human Services Agency (HHSA).  

 

CALFRESH E&T BASICS 
SNAP has an Employment and Training (E&T) program to help recipients gain skills and experience with 
employment. In California, this program is referred to as CalFresh E&T or CFET. CFET’s goal is to assist 
participants on their journey to self-sufficiency by helping them gain and maintain employment with a 
livable wage. At a minimum, a CFET program must provide an orientation, assessment and development 
of an employment plan, case management, and support services to program participants.  

HHSA has contracted with SDWP to provide CFET services and activities to San Diego residents. SDWP 
also partners with a wide variety of agencies - employers, universities, and community-based 
organizations (CBOs) - to provide a robust set of services and programs, thereby broadening their reach 
and the CFET program’s impact.  

Each county in California has the discretion and flexibility to design a CFET program that best fits the 
needs of their local community. Each year, the county submits a county plan, which is rolled up into a 
larger state plan that outlines all the programs and activities that will be provided, the target populations, 
contracted agencies, and the estimated number of participants served. Plans are effective October 1st 
and may be amended during the year.  
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SAN DIEGO CFET PROGRAM 
SDWP is the designated contractor to administer and provide CFET in the County of San Diego. SDWP 
has contracted with Public Consulting Group, Inc. (PCG) to administer some portions of the CFET 
program. Roles and responsibilities for SDWP and PCG are outlined below:  

SDWP PCG 

• Overall program operation and monitoring 
• Submit invoices to HHSA 
• Answer questions submitted by PCG 
• Signatory for partner agreements 

• Administer CFET program 
• Request/receive invoices and documentation 
• Work with partners for corrections/ 

clarifications 
• Calculate reimbursement 
• Submit invoices to SDWP 
• Primary Point of Contact for providers 
• Mmonitoring support 

 

PROGRAM CONTACTS 
As of January 2021, the contacts for the CFET program are outlined in the table below.  

Name Role Phone Email 

Aaron Korn Senior Consultant, PCG 914-433-2158 akorn@pcgus.com 

Megan Rymski  Consultant, PCG 303-994-5640 mrymski@pcgus.com 

Andy Hall Chief Impact Officer, SDWP 619-643-2735 andyhall@workforce.org 

Haley Stayton Program Analyst III, SDWP 619-228-2996 haleystayton@workforce.org 

 

 

 

 

 

 

 

 

 

 

 



CFET Partner Handbook  
 

Revised January 2021 5 

 
 

SAN DIEGO CFET PROGRAM DESIGN 
The San Diego CFET program consists of local community organizations that partner with SDWP to 
deliver allowable employment and training services to participants. SDWP uses a reimbursement model 
to fund CFET. Within this model, FNS reimburses SDWP 50% of the cost incurred to administer and 
support participants in allowable SNAP E&T program activities. Of the 50% reimbursement, SDWP 
applies a 15% administrative cost and directs the remaining balance back to the CFET partner providing 
the activities for which the reimbursement was claimed.  

 

FIGURE 1: CFET REIMBURSEMENT MODEL FLOW  

 

In Step 2, documentation is provided to PCG, who processes all reimbursement requests from the 
partners. 

Appendix A, Steps to Becoming a CFET Partner, compliments the sections that follow and outlines the 
various steps included to becoming a CFET partner.  

 

PARTNER ELIGIBILITY 
An interested agency may be eligible to participate in the CFET program if: 

• They can support 100% of program operations costs up front, including activities and supports.  
• They currently serve CalFresh recipients or can recruit and enroll enough CalFresh participants to 

support a fully operational program. 
• The funding they use does not solely originate as federal funds*, is not used as a match to draw 

down federal funds or used to supplant another funding source.  
• They have the staffing and administrative infrastructure necessary to track costs, maintain 

records, invoice, and allocate costs.   

*The only federal funding eligible for reimbursement under CFET is Community Development Block Grant 
(CDBG) funds.  
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FUNDING  
The funds used by the CFET partner to leverage the 50% reimbursement cannot originate from a federal 
source and cannot supplant another funding source. An exception is CDBG funds. Allowable non-federal 
funding sources include, but are not limited to:  

 

FIGURE 2: SOURCES OF ALLOWABLE NON-FEDERAL FUNDING FOR CFET 

 

Funding a CFET program may be difficult for some potential partners, especially for those without existing 
connections to foundations or other donors. Given the strict rules around eligible funding sources, it is 
particularly important that partners can verify the funding sources that they will use to fund the CFET 
program and that funding and spending can be tracked and documented down to each specific 
expenditure.   
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Match and Reimbursement Models 
The figure below describes the difference between a reimbursement and match model. Funding for 
CFET follows the reimbursement model, described below.   

 

 

 

REUTILIZATION OF SNAP E&T FUNDS 

There is no restriction on how reimbursed funds can be spent. When the CFET reimbursement is issued 
to the CFET provider, it becomes a “local” fund source and is not considered federal funds. A CFET 
provider can elect to use the reimbursed funds back into their CFET program(s), which is referred to as 
reutilizing funds. Any reutilized funds must be spent on valid CFET costs and must be identified as a 
unique funding source when invoiced.  

 

SERVICE AGREEMENT 
Agencies interested in partnering with SDWP to become a CFET partner should contact the PCG 
contacts identified on page four, Program Contacts. PCG will schedule an informational interview to learn 
more about the program(s) and assess if the program does meet the CFET program requirements.  

Eligible agencies will be asked to sign two documents prior to being considered a CFET partner: 

• Certification form that funding is not federal funds or used as a match 
• Service Agreement. The Service Agreement is between the agency and SDWP and it outlines the 

expectations and responsibilities for both agencies. A copy of the Service Agreement can be 
found in Appendix B.    

 

MONITORING 
CFET partners are monitored to review compliance with the terms of the Service Agreement, confirm 
adherence to County and SDWP policies, and to ensure that federal SNAP E&T rules and regulations are 
followed.  

SDWP (and/or PCG on behalf of SDWP) can perform monitoring at any time; at a minimum, providers will 
be monitored annually. All partners are subject to programmatic and fiscal monitoring to ensure 
accountability of the delivery of all goods and services, as required under the Federal Single Audit Act. 
Supporting documentation for selected invoices and expenditures will be reviewed to ensure they are 
allowable and allocable per the Cost Principles at 2 CFR 200. A sample of participant case files may also 

Reimbursement 
Model

• Funds for allowable activities must be 
expended, after which FNS issues a 
reimbursement for 50% of the expenditures. 

Match Model • The amount of funds made available to the 
agency is matched on a dollar per dollar basis. 
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be reviewed for CFET program compliance. CFET partners will be provided written notice and further 
instruction in advance of the monitoring. 

In addition, all CFET partners are subject to auditing by FNS to ensure all appropriate laws, rules and 
procedures are being followed. This may involve auditing of client case files, whether electronically or on-
site, and surveying of the contractor and/or participants.  

 

CONFIDENTIALITY 
Partners must take all available actions to safeguard participant information. Participant information 
should never be sent in an unsecure email. The participant roster must always be submitted through the 
PCG established FTP site.  

 

CIVIL RIGHTS 
All partners that receive FNS funding must display the “And Justice for All” poster prominently in areas 
where potential CalFresh recipients can see it. Posters can be obtained through SDWP’s contacts, listed 
on page four.  

All materials that are printed using FNS funds, paper or electronic, must include the USDA Non-
Discrimination Statement (NDS). In some instances, when space is limited, you may use “This Institution 
is an equal opportunity provider” in place of the entire NDS. In addition, all partners receiving FNS funding 
must have a link to the NDS on their organization’s website. The full NDS can be found in Appendix C.  

 
 

Should My Agency Initiate a CFET Program?  
Consider the following questions if you are trying to decide whether to initiate a CFET program: 

• Does my agency have a source of non-federal funding which can be used to start and maintain 
the program? Can my agency verify which funds we will use each month?  

• Are there enough CalFresh recipients in need of my agency’s services to create a program? 
• How will my agency market the services and attract enrollees into the program? 
• Does my agency have the necessary staff and administrative infrastructure to perform client 

tracking, billing, and cost allocation?  
• Is my agency willing to comply with state audits, reviews, and performance standards?  
• Can my agency tap new/existing sources of non-federal or state funding to expand the 

program to serve unengaged CalFresh participants?  

A program does not need to be brand new in order to qualify as a CFET program. In many instances, 
existing programs meet the criteria above and need modifications to qualify as a CFET program.  
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CFET PROGRAM REQUIREMENTS 
If an individual is not receiving CalFresh, they cannot participate in CFET. This does not mean that a 
partner cannot still provide services to non-CalFresh participants; it means that the partner cannot receive 
any reimbursement from FNS for associated costs of serving non-CFET participants. Reimbursable 
services may begin as early as the date CalFresh benefits are approved. 

  

WHO CAN PARTICIPATE IN CFET? 
California currently operates a voluntary E&T program. This means that CalFresh recipients must 
volunteer to participate in the CFET program. Any failure to comply with CFET program requirements will 
not negatively impact their CalFresh benefits. Under a voluntary program, interested CalFresh recipients 
volunteer to participate, which can make the partnership more meaningful and rewarding for both parties. 

Not every interested CalFresh recipient can participate in the CFET program1. The table below shows the 
difference between who can and cannot participate:  

 Can Receive CFET Services  Cannot Receive CFET Services 

• Are age 16 or older. 
• Have the physical and mental ability to work at 

least 20 hours per week, or able to do so 
within the next year. For individuals with a 
verified disability, such as active 
Supplemental Security Income recipients or 
temporary workers compensation recipients, 
client statement or client provided 
documentation can be used to determine 
CFET eligibility. 

• Can participate in CFET immediately. 

• Are receiving CalWORKS 
 

 
 

Serving Youth 
16- and 17-year old CalFresh recipients may volunteer for CFET. For expenses associated with these 
participants to qualify for a reimbursement, the following must be true: 

• The program can demonstrate a prompt path to employment  
• The participant must be old enough to work upon completion of the program.  
• The service must not already be available through a State entitlement program, for example 

services available through the State school system.  

 

 

 

 

1 SNAP E&T Toolkit, pg. 10. Retrieved from: https://fns-prod.azureedge.net/sites/default/files/ET_Toolkit_2013.pdf 

https://fns-prod.azureedge.net/sites/default/files/ET_Toolkit_2013.pdf
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CALFRESH ENROLLMENT AND REFERRAL 
CFET partners are only eligible for a reimbursement on expenses incurred for a participant that received 
CalFresh in that same month. A CFET partner will not be reimbursed for services rendered to participants 
who do not knowingly acknowledge and agree to participate in CFET. All participants must sign the CFET 
Voluntary Enrollment Form (Appendix D) when they start participating in the program. If there is a break in 
participation, a new form must be signed.  

CalFresh participants can be enrolled in CFET in one of two ways: traditionally or using a reverse referral.  

 

TRADITIONAL ENROLLMENT 

In a traditional enrollment model, a CalFresh recipient volunteers to participate in CFET when applying for 
CalFresh. The county office refers the individual to CFET partners, and the participant identifies which 
program best suits their interest and goals. This is demonstrated in the graphic below:  

 

FIGURE 3: CALFRESH TRADITIONAL ENROLLMENT FLOW 

 

REVERSE REFERRAL 

Most CalFresh recipients will come to the CFET partner first – this is referred to a reverse referral. To 
maximize the potential for reimbursement, a CFET partner may choose to assess incoming participants 
for CalFresh eligibility and make program enrollment decision based on that assessment. If the participant 
appears potentially eligible for CalFresh, the CFET partner should instruct and support them to apply for 
CalFresh benefits. The partner will not be able to submit reimbursement for any expenditures related to 
that participant until they are receiving CalFresh.   

 

FIGURE 4: CALFRESH REVERSE REFERRAL FLOW 
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Reverse Enrollment & General Enrollment 
A CFET partner is not prohibited from working with a participant who is not actively receiving CalFresh; 
however, the partner will not be reimbursed for this participant.  

 

COMPONENTS 
The goal of CFET is to help CalFresh recipients improve their employment prospects and wage potential. 
To meet that goal, CFET programs must be designed in a manner that helps participants move promptly 
into employment. Each program can be uniquely designed and a CFET partner does not need to provide 
all the activities that are currently being offered in the County of San Diego.  

 

APPROVED COMPONENTS 

Effective October 1, 2020 through September 30, 2021, the approved CFET components include 
Supervised Job Search, Work Experience, Education, and Job Retention.  

 

Supervised Job Search 

A CFET supervised job search program operates in a location that has been approved by the County of 
San Diego. Sites must be able to supervise and track the activities of participants within the program. See 
Appendix E for a copy of the application form an agency must complete for approval.  

Activities: 

Participants may complete job search activities on their own, with one-on-one assistance, or in a group 
setting. Examples of activities include creating or revising a resume and submitting job applications. 

Resources: 

A job search site must have resources readily available that assist participants in job searching. These 
could include phone banks, job orders, direct referrals to employers, and either a resource room or 
computers that would allow participants to see state/local databases of open positions that are 
coordinated through a career center or general job search engine.  

Staffing: 

Job search sites must be staffed by employees who are skilled in providing guidance and support to 
individuals so they can find suitable employment through their job search activities. Staff must be able to 
provide some level of direct supervision, which at a minimum, includes connecting with participants at 
least monthly. Staffing can be conducted in a variety of modes, including remote, so that it complements 
the job search location.  

Approval Process: 

San Diego Workforce Partnership (SDWP) will submit proposed sites for approval to the County of San 
Diego on an as needed basis. Submissions will include short descriptions of the site, including activities, 
resources, and staffing, and pictures (if appropriate). SDWP will email submissions to the County, who 
will respond by email within two weeks with an approval, denial, or request for additional information. If 



CFET Partner Handbook  
 

Revised January 2021 12 

 
 

the site is not approved the county will include the reason for denial, and if necessary, what should be 
changed so the site can be approved. 

Location: 

Job search sites may be in a physical location or done remotely. A remote location can be considered 
suitable when the participant has access to the tools that they need in order to perform job search 
activities. An online resource, such as an electronic database, does not meet the requirements of direct 
supervision.  

 

Work Experience 

Work Experience is designed to improve the employability of a participant through actual work experience 
and/or training with an overarching goal of helping move the participant into regular employment.   

• Examples of Work Experience programs include  
o On-the-job Training – A work placement in a public, private non-profit, or private sector 

employer/program. Must be limited to the amount of time required for a participant to 
become proficient in the occupation.  

o Pre-Apprenticeship/Apprenticeship – Combination of on-the-job training and related 
instruction. Participants learn practical and theoretical aspects of a skilled occupation. 
Pre-apprenticeship programs provide the training or skill development necessary for a 
participant to enter into an Apprenticeship program.  

o Internship and Work Experience – a planned, structured learning experience that takes 
place in a workplace for a limited period of time.  

 
 

Allowable Work Experience Expenditures 
As of March 2021, the wages paid for subsidized work experience can be reimbursed. Other costs 
associated with running a work experience program, such as case management and supportive 
services, are also eligible expenditures. Wages paid to a SNAP receipt in subsidized work are 
countable against the household’s SNAP income limit and potentially may cause the household’s 
benefit to decrease or terminate.  

 

Educational Programs 

• Programs or activities that improve the basic skills or increase a participant’s employability.  
• Must establish a direct link to job-readiness or be a program that involves articulated career 

pathways or stackable credentials that can ultimately lead to employment.  
• Allowable programs include:  

o Basic/Foundational Skills Instruction – Programs that offer instruction and services 
below the postsecondary level. These increase a participant’s ability and skills so that 
they may attain a secondary school diploma or its recognized equivalent; transition to 
postsecondary education and training; and obtain employment. Includes Adult Basic 
Education (ABE), basic literacy, and high school equivalency (GED, TASC, HiSET, or 
other).  

o Career/Technical Education Programs or Other Vocational Training – Activities at 
the postsecondary level to assist individuals with the academic or technical knowledge 
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and skills needed to prepare for further education or for a career in current or emerging 
employment sectors. Ideal programs are those that are employer driven and that lead to 
industry-recognized certificates or credentials.  

o English Language Acquisition – Activities that help an English Language learner to 
achieve competence in the English language.  

o Integrated Education and Training/Bridge Programs – Programs that provide adult 
education and literacy activities concurrently and contextually with workforce preparation 
activities and workforce training for a specific occupation or group of occupations for the 
purpose of educational and career advancement.  

o Work Readiness Training – Intensive programs that include skills assessments and 
educational remediation services. They are designed to prepare individuals for the 
workforce. May include both foundational skills and soft skills.  

 

Job Retention 

• Services provided to a CFET participant who has secured employment after participating in a 
CFET component.  

• Helps the participant achieve satisfactory performance, retain employment, or to increase their 
earnings over time.  

• Examples of allowable services or reimbursable costs include, but are not limited to:  
o Case management,  
o Life skill classes,  
o Referrals to other services,  
o Dependent care assistance,  
o Transportation assistance,  
o Clothing required for the job, 
o Equipment or tools required for the job,  
o Test fees,  
o Union dues,  
o Licensing and bonding fees.  

• Must be provided for at least 30 days but may not exceed 90 days.  
• May be provided even if the participant is no longer receiving CalFresh.  

 

UNAPPROVED COMPONENTS 

The following component is allowed under FNS regulations but is not currently approved in the County of 
San Diego. These components may be added at a later date.  

 

Self-Employment Training 

• Activities that can improve the employability of a participant in a small business or other self-
employment venture. Includes training in how to set up and operate such a venture.  
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NON-COVERED COMPONENTS  

The following activities/services are never covered by CFET and therefore ineligible for reimbursement: 

• Four-year college 
• Transfer degrees 
• Wages 
• Stipends provided in certain training programs 

 

CASE MANAGEMENT 

CFET partners must provide case management to program participants. At the start of a program, case 
management must include:  

• Orientation; 
• Comprehensive intake and employability assessment; and  
• Development of an individualized employment and training plan. 

 
Ongoing case management will look different for each partner. At a minimum, the partner must monitor 
and document participant progress in the form of monthly case notes.  
 
 

 

Participation in More than One Component 
Eligible individuals can participate in more than one component and expenses can be reimbursed for 
all components.  

 
 
PROGRAM AVAILABILITY AND CHARGES 
The CFET partner must have uniform standards for their program(s) for all participants and provide 
services to the community as specified in their organizational mission regardless of any contracts with 
SDWP. Partner services, available funding, and participant expenses must be the same for CFET 
participants and non-CFET participants. If a service is offered at no cost to non-CFET participants and it 
is not allocated to any other grant, a CFET partner cannot charge the CFET program for this service. 
CFET participants are expected to receive the same services and supervision as non-CFET participants 
and must meet the same expectations to successfully complete the program.  
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CO-ENROLLMENT AND DUPLICATED SERVICES  
CFET partners are highly encouraged to work together to provide a holistic set of services and programs 
to CalFresh recipients. This can result in a participant being co-enrolled with more than one partner. Co-
enrollment is different than duplicated services, which are not eligible for reimbursement.  

 

 

It is the responsibility of the CFET partner to collaborate with other CFET partners so that a participant is 
not receiving duplicated services and/or activities.  

 
 

Collaboration and Referrals 
SDWP encourages CFET partners to collaborate and make referrals for services that are not available 
through their own organization. Each partner serving a participant can receive the reimbursement for 
allowable expenditures that are not duplicative.  

 

ENROLLMENT AND PARTICIPANT MAINTENANCE 
 

INTAKE AND PLAN 
Each partner should offer an orientation/intake meeting that outlines program expectations. It may cover 
topics like attendance policies, program length, and what success looks like. Orientations may be done in 
a group setting or with individual participants. At a minimum, the partner must provide documentation that 
outlines program participation expectations and requirements. The goal of the orientation and 
documentation is to help prepare the participant for a successful outcome.  

Partners must also complete an individualized Participant Plan (often referred to as an Individual 
Employment Plan, or IEP) with each participant. This will identify their skills, goals, and barriers to 
employment. If the partner offers programs that fit into multiple CFET components, the assessment 
should be used to determine the appropriate component and program. A copy of the participant plan must 
be kept in the case file. A copy of the approved participant plan is in Appendix F; partners may request to 
use a different plan.  

 

Co-Enrollment

•A participant is working with more than one partner in the same 
calendar month and receives a direct service or participates in a 
program/activity. 

•Both partners can receive reimbursement. 

Duplicated Services
•A participant receives the same activity and/or service from two (or 
more) different partners in the same calendar month.

•Only one partner can receive reimbursement. 
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VOLUNTARY ENROLLMENT FORM 
Since the CFET program is a voluntary program, participants must explicitly volunteer to participate. All 
CalFresh recipients must complete the voluntary enrollment form (Appendix D) to acknowledge that they 
want to participate in the program before reimbursements for their expenditures can be requested. This 
form must be completed when a participant enrolls in the program and if there is a break of more than 
thirty days in program participation. A copy must be kept in the case file and submitted to PCG with the 
monthly invoice. 

  
 

Signing the Enrollment Form 
Partners are encouraged to have all program participants sign the voluntary enrollment form, 
regardless of their CalFresh participation status when they begin receiving services. This will help as 
partners work towards increasing the number of participants in their program receiving CalFresh, which 
will in turn, increase the amount of their reimbursement.  

 

CASE FILES 
Partners must keep case files for all participants. They may be kept in paper or electronic formats or a 
combination of both. Files will be reviewed as a part of the annual monitoring process. Case files may be 
organized based on the partners own standards but must contain at least the following information: 

• Assessment form 
• Release of information/consent form (if applicable) 
• Voluntary enrollment form 
• Participation Plan (IEP) 
• Job log (if the participant is enrolled in Supervised Job Search) 
• Participant progress updates 
• Participant reimbursements (if applicable) 
• Program dates and participation/attendance 
• Employment outcomes 
• Case notes, as necessary 

Case files must be retained for a minimum of three years after the participant exits the program.  

 

VERIFICATION OF PARTICIPATION  

The partner must monitor and verify participation in program(s) and services for each individual enrolled 
in the CFET program. Monitoring includes collecting documentary evidence of the participation on a 
monthly basis. Documentation should include the participant’s name and the name of the individual who 
is verifying the information.  

 

 



CFET Partner Handbook  
 

Revised January 2021 17 

 
 

PARTICIPANT LOG 
CFET partners will fill out and submit a participant log each month (Appendix G). The log is used to 
determine which participants were receiving CalFresh so that expenses can be correctly included in the 
reimbursement.  

Partners can complete a participant log as new participants enroll in the CFET program or as they start a 
program. This will help partners learn who is currently receiving CalFresh and who need to be referred to 
the county to apply for CalFresh.  

 

FIGURE 5: CFET PROGRAM PARTICIPANT LOG FLOW 

 

PARTICIPANT PROGRESS 
Partners must monitor and document participant progress in component(s) at least once per month. This 
will help SDWP to determine whether a component is meeting the purpose of the CFET program, which is 
to make participants more employable. Partners must report on two types of data: demographic/service 
reporting and outcome objective reporting.  

DEMOGRAPHIC AND SERVICE REPORTING: 

• Social Security Number 
• Date of Birth 
• Gender 
• English as a Second Language 
• Possession of a high school degree or GED prior to being provided with E&T services 
• Placements and retention in each service/component including component start and end date 
• Cost per participant in each service/component and funding source 
• Enrollment, completions, certifications, etc. 
• The types of employment obtained and the rates of pay of participants who move into paid 

employment after program participation. 

 

OUTCOME OBJECTIVE REPORTING: 

• Number and percentage of CFET participants, former participants who are in unsubsidized 
employment 

• Hire date for CFET participants that obtain employment 
• The number and percentage of participants that completed training, educational, work experience 

or on-the-job training component 
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• The number and percentage of participants that completed training, educational, work experience 
or on-the-job training component 

• The types of employment obtained and the rates of pay of participants who move into paid 
employment after program participation. 

CFET program only counts enrollment once per participant per component unless a break in CFET 
service lasts a minimum of 180 days. If the break of service lasts a minimum of 180 days, consider the 
individual a new CFET participant upon enrollment.  

 

FISCAL 
As stated in previous sections, SDWP uses a third-party reimbursement model to fund CFET. FNS will 
only provide reimbursements on expenditures that originated from eligible funding sources. The 
requirements for the funding sources that are eligible for reimbursement are: 

• The funds cannot originate from a federal source, except for CDBG funds. 
• The funds cannot supplant another funding source or be used as a match for a federal funding 

source  

SDWP’s Service Agreement includes a statement about the origination of the CFET partner funding. 
Additionally, PCG will ask the CFET partner to verify the origination of their funding source(s) on each 
invoice.  

CFET partners can use non-eligible funding sources to operate their program. It is encouraged that the 
partner use funds from non-eligible sources on participants who are not eligible for reimbursement.  

 
 

Tracking Funding Sources 
CFET partners are encouraged to thoroughly track funding at the donor level. If private donations are 
used as a funding source for CFET, a worksheet listing all donations by donor name could be used for 
this verification. The worksheet does not need to be submitted monthly but should be made available 
during  annual monitoring.  

 

CFET EXPENSES 
CFET expenses must be directly related to an approved component and be reasonable and necessary.  
FNS has outlined cost principles and guidance on the types of expenses that are eligible in the 
administration of an E&T program and those which are eligible for 50% reimbursement. FNS specifically 
states that expenditures must:2  

• Be valid obligations of the CFET partner. 
• Be necessary, reasonable, and allocable charges that are outlined in the approved E&T plan. 
• Be directly related to an approved E&T Program activity;  

 
2 SNAP E&T Toolkit, pg. 67. Retrieved from: https://fns-prod.azureedge.net/sites/default/files/ET_Toolkit_2013.pdf 

https://fns-prod.azureedge.net/sites/default/files/ET_Toolkit_2013.pdf
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• Not be for used in an attempt to overcome a barrier to participating in CalFresh, where 
participation would make the individual exempt from the Federal work registration requirement. 
An example is participation in a drug or alcohol treatment and rehabilitation program.3 

 

REASONABLE AND NECESSARY 

The reasonable and necessary test applied by FNS is outlined below:4 

Reasonable Necessary 

A cost is reasonable if, in its nature and amount, 
it does not exceed that which would be incurred 
by a prudent person under the circumstances 
prevailing at the time the decision was made to 
incur the costs.  

A cost is necessary if it is needed in the 
performance of the program.  

Reasonable costs: 

• Provide a program benefit generally 
commensurate with the costs incurred; 

• Are in proportion to other program costs for 
the function that the costs serve; and 

• Are within the scope of E&T. 

Necessary costs: 

• Are incurred to carry out essential functions 
of E&T; 

• May not be avoided without adversely 
affecting program operations; 

• Are a priority expenditure relative to other 
demands on availability of administrative 
resources; and 

• Do not duplicate existing efforts. 

 

EXPENSE CATEGORIES 

There are seven categories for 
CFET third-party reimbursement 
expenses, which are described in 
more detail below:5  

 

 

 

  

FIGURE 6: CATEGORIES FOR CFET 
EXPENSES  

 

3 Ibid. 
4 Ibid.  
5 SNAP E&T Toolkit, Appendix C: Cost Principles. Retrieved from: https://fns-
prod.azureedge.net/sites/default/files/ET_Toolkit_2013.pdf 
 

https://fns-prod.azureedge.net/sites/default/files/ET_Toolkit_2013.pdf
https://fns-prod.azureedge.net/sites/default/files/ET_Toolkit_2013.pdf
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Administrative Expenses 

Administrative expenses include things related to the overall administration of the CFET program. The 
largest administrative cost is salaries and benefits of personnel involved in CFET. The table below shows 
the allowable and unallowable administrative costs.6 

 Allowable Administrative Costs  Unallowable Administrative Costs 

• Salaries and benefits of personnel 
involved in SNAP E&T. 

• Office equipment, supplies, postage, 
duplication costs, and travel that is 
necessary to carry out the program’s 
objectives. 

• Development and production of SNAP 
E&T materials when no other 
appropriate materials exist. 

• Lease or rental costs. 
• Maintenance expenses. 
• Other indirect costs. 
• Charges for travel for the purpose of 

fulfilling the approved plan based on 
official State, local or university travel 
regulations. 

• Bad debts, uncollected accounts or claims, and related 
costs. 

• Contingencies or contributions to an emergency 
reserve or similar provision for unforeseen events. 

• Contributions and donations. 
• Entertainment costs that are primarily for amusement 

or social activities. 
• Fines and penalties for failure to comply with Federal, 

State, or Local laws. 
• Governor’s office expenses or costs of general 

government. Costs which may be directly charged to a 
Federal grant may be allowable. 

• Indemnification or payments to third parties and other 
losses not covered by insurance. 

• Legislative Expenses. 
• Losses not covered by insurance. 
• Under recovery of costs under Federal Funding 

Agreements- shortfalls in one grant cannot be charged 
to another Federal grant. 

• Alcoholic beverages. 
• Advertising and public relations, unless used for 

recruitment of staff, acquisition of materials for the 
grant, or publishing the results of the grant. 

• Alumni activities. 
• Commencement and convocations. 
• Legal fees which result from a failure to follow Federal, 

State, or Local laws. 
• Executive lobbying. 
• Goods and services for private use. 
• Housing and personal living expenses. 
• Interest, fund raising, and investment management.  
• Any and all political party expenses. 
• Pre-agreement costs – all costs incurred prior to the 

grant award. 
• Scholarships and student aid. 
• Student activity costs. 
• Travel- allowable but with restrictions as to amounts 

involved, level or transportation costs, etc. 

 

  
 

6 Ibid.  
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Time Reporting 

Weekly time and effort reporting are required by FNS for staff paid with CFET funds and those 
contributing to this work through cost share7. Time and effort sheets can be certified in bulk and 
transmitted electronically (up to 20 sheets per transmittal) with a supervisor’s electronic signature. See 
Appendix H, Certification of Time, for a sample document.  

How staff time must be reported depends on if the staff person is 100% devoted to CFET or not: 

 

 

Planning, Implementation, and Operations 

Costs that are associated with the planning, implementation, and operation of a CFET program are 
generally allowable for the CFET reimbursement. The table below delineates between those costs that 
are and are not allowable:8 

Allowable Planning, Implementation, and 
Operations Costs 

 Unallowable Planning, Implementation, and 
Operations Costs 

Includes things like  

• Hiring a consultant to improve administration. 
• Advertising costs that are done for the 

procurement of goods and services. 
• Marketing the E&T program. 
• Salaries for third-party partners as well as State 

agency administration of E&T. 

• Determining whether an individual must be 
work registered. 

• The work registration process. 
• Any screening performed during the 

certification process. The certification process 
is considered ended when an individual is 
referred to an E&T activity for assessment or 
participation.  

• Any sanction activity that takes places after the 
operator of an E&T activity reports 
noncompliance without good cause.  

• Subsidizing the wages of participants, or to 
reimbursement participants. 

 

 

7 FNS Toolkit, p. 59. Retrieved from: https://fns-prod.azureedge.net/sites/default/files/ET_Toolkit_2013.pdf 
See also 2 CFR 225.  
8 SNAP E&T Toolkit, Appendix C: Cost Principles. Retrieved from: https://fns-
prod.azureedge.net/sites/default/files/ET_Toolkit_2013.pdf 

100% Allocated
•A semi-annual time and effort certification by a supervisor is required

•After-the-fact reporting is unacceptable.

Less than 100% 
Allocated

•100% time reporting is required unless using Random Moment Time 
Sampling. 

•Time worked should be reported in hours and not percentage of time 
to CFET. Only time spent on CFET needs to be entered on the form.

•Time and effort forms must be maintained at the work site and must 
be available for review/audit for a period of three years. 

https://fns-prod.azureedge.net/sites/default/files/ET_Toolkit_2013.pdf
https://fns-prod.azureedge.net/sites/default/files/ET_Toolkit_2013.pdf
https://fns-prod.azureedge.net/sites/default/files/ET_Toolkit_2013.pdf
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Advertising 

Some advertising expenses are eligible for reimbursement. These include expenses that are associated 
with the marketing of their program to potential program participants such as the creation and printing of 
materials; however, content on TV or the radio is excluded. Printed materials that are paid for with CFET 
funds must include the USDA Nondiscrimination statement. The final sentence of the nondiscrimination 
statement can be used instead of the whole nondiscrimination statement if it will not fit on the printed 
material.  

 

Case Management 

Reimbursement of case management activities are allowed. Examples of included case management 
activities include:  

• Orientation; 
• Comprehensive intake and employability assessment; 
• Development of an individualized employment and training plan; and 
• Progress monitoring in the form of monthly case notes. 

 
 

Donations 

CFET partners may receive donations to help operate their agency and their CFET program. Below are 
details how donations are treated: 

• Donations from non-federal public agencies are allowable for reimbursement if the donated costs 
are not billed or claimed to another Federal program or used to match another Federal program.  

• Donations may sometimes be in-kind, either from a private source or from a government agency. 
Goods and services that require a transfer of cash are not considered in-kind donations: 

o In-kind donations that are the value of volunteer time or other non-billable goods or 
services are not allowable if they are provided to or by a non-governmental agency or 
sub-grantee. 

• Donations where a cash transfer is involved: Goods and services that require a cash 
reimbursement by the sub-grantee may be charged as a cost, providing the cash reimbursement 
is based on a legally enforceable contract or agreement between the grantee and sub-grantee. 

 

Property Procurement and Management 

A CFET partner must notify PCG if they want to request reimbursement for equipment or property that is 
valued at more than $5,000 per item. Federal approval is required before a reimbursement is approved.  

 

Valuation of Publicly Owned Space 

CFET partners cannot charge private market rental rates for space that they own. CFET partners may 
only seek reimbursement on the costs of the space in one of two ways:  

• A depreciation schedule; 
• An allowance with applicable charges for utilities, maintenance, and general upkeep. 
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Support Services 

The CFET partner must provide transportation related support services to help participants participate in 
the CFET program. These are direct payments for things like bus passes or other forms of public 
transportation. As of October 2020, the only type of transportation support service allowed in the County 
of San Diego is a 30-day transit pass.  

The participant must demonstrate a need for the specific service, and it must not be able to be fulfilled 
with other available program resources. As with other CFET expenses, the transportation expense must 
be reasonable and necessary.  

 

Tracking Support Services 

CFET partners must keep a record of when a transportation support service was provided to each 
individual, the date received, and the amount paid. This must be tracked at a participant level. There must 
also be verification of the expense to the partner.  

 

Allocation of Common Goods and Costs 

CFET partners must include a plan for allocating common goods and costs along with their budget. The 
plan must include the methodology and justification behind the allocation. The partner may choose to 
either: 

• Use an indirect cost rate to cover the common goods; or 
• Use a cost allocation plan to cover the common costs. 

The CFET partner may only select one method for the CFET program. All payroll/admin costs (i.e. fringe 
benefits) that are not 100% dedicated to the CFET program must be allocated through the same method 
chosen.  

 

Indirect Cost Rate 

CFET partners that choose an indirect cost rate must complete Appendix I, Indirect Cost Rate 
Certification and submit a copy of the letter that approves that rate, if applicable. If the CFET partner 
elects to use the in-direct cost rate and does not have an approved rate, the federally approved de-
minimis rate will be applied.   

 

Recoupment 

If SDWP determines, through a review of the partner records, monitoring, audit, or otherwise, the 
reimbursement was made in error, the CFET partner shall refund and pay SDWP any compensations 
paid to the partner arising from such noncompliance. 

If a federal or state audit indicates payments to the partner failed to comply with applicable federal or 
state laws, rules, or regulations, the CFET partner shall refund and pay SDWP any compensation paid to 
the partner arising from such noncompliance, plus costs, including audit costs.  
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BILLING AND INVOICES 
Invoices will be submitted on either a monthly or quarterly basis. PCG will notify each partner as to when 
an invoice is due. All CFET partners will use to the following process for invoicing PCG for 
reimbursements.  

 

FIGURE 7: INVOICE SUBMISSION FLOW 

 

INVOICE 

Completed invoices must include the documents listed below. Additional information on the invoice can 
be found in Appendix B. Services Agreement, Section 3.2.  

• Data Collection Tool 
• Supportive Documentation Tool that organizes all supporting verification of expenditures.  

o General Ledger(s) for all cost centers that are used to fund the program 
• Participant log 

Invoices can either be emailed directly to the PCG representative or uploaded to the FTP.  

 

CalFresh Enrollment at Invoice 

Participant CalFresh enrollment will be checked for all months in the quarter for the invoice. CalFresh 
enrollment will be assessed on a monthly basis since a participant can enter and exit the program at any 
time. A participant only needs to be enrolled for one day in CalFresh to be eligible for CFET for the entire 
month.  

PCG will determine an eligibility calculation based off the number of participants that are enrolled in 
CalFresh out of the total number of participants. This calculation will be applied to all common 
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expenditures, such as salary and rent. Any expenditures that are tied to a specific participant will be 
approved or denied based on that individual’s CalFresh enrollment.  

 

FIGURE 8: CALFRESH ENROLLMENT VERIFICATION FLOW 

 

REPORTING EXPENSES 

The following are requirements for how and when costs or expenses must be reported: 

• The invoice must be for actual costs incurred, not for estimated costs or for unobligated costs.  
• Expenses should be reported in the month in which they were paid unless previously approved to 

be reported in the month in which they were incurred.  
• Expenses must be charged to the appropriate federal fiscal year. An expense that is incurred in 

September 2019 (FFY19) and paid in October 2020 (FFY20) must be charged to FFY19. This is 
not considered an unobligated expense.  
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APPENDIX A - STEPS TO BECOMING A CFET PARTNER 
Thank you for your interest in becoming a CalFresh Employment & Training (CFET) program partner! 
Below are some steps that will help guide you through the process.  

 Become familiar with CFET requirements by reviewing the SNAP E&T Toolkit and other materials 
provided by FNS. 
 

 Determine if the services provided by your agency are allowable CFET activities. 
 

 Determine if your agency can cover 100% of the costs associated with the CFET program 
activities your agency proposes to offer. Determine if you can financially sustain your program 
while waiting for reimbursement.  
 

 Evaluate if your agency is currently serving or can recruit SNAP participants for the CFET 
program. 
 

 Evaluate your agency’s ability to accurately track and allocate costs associated with the CFET 
program and maintain acceptable documentation of all costs subject to reimbursement. 
 

 If you will be requesting reimbursement for staff, evaluate your agency’s ability to accurately track 
and allocate staff time associated with the CFET program. 
 

 Contact PCG to set up an informational interview. 
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APPENDIX B: SERVICE AGREEMENT (REVISED 2020) 
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ATTACHMENT A – DESCRIPTION OF SERVICES 
 

[Program Description] 

The scope of work and project timeline includes the following deliverables and activities: 
 

SCOPE OF WORK PROJECT TIMELINE 
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APPENDIX C: FOOD AND NUTRITION SERVICE NON-
DISCRIMINATION STATEMENT (NDS) 
The following statement must be included on any materials (printed and electronic) that were paid for 
using FNS funding.  

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions 
participating in or administering USDA programs are prohibited from discriminating based on 
race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity 
in any program or activity conducted or funded by USDA.   

Persons with disabilities who require alternative means of communication for program information 
(e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency 
(State or local) where they applied for benefits.  Individuals who are deaf, hard of hearing or have 
speech disabilities may contact USDA through the Federal Relay Service at (800) 877-
8339.  Additionally, program information may be made available in languages other than English. 

To file a program complaint of discrimination, complete the USDA Program Discrimination 
Complaint Form, (AD-3027) found online at: How to File a Complaint, and at any USDA office, or 
write a letter addressed to USDA and provide in the letter all of the information requested in the 
form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form 
or letter to USDA by:  

1. mail: U.S. Department of Agriculture  
Office of the Assistant Secretary for Civil Rights  
1400 Independence Avenue, SW  
Washington, D.C. 20250-9410;  

2. fax: (202) 690-7442; or  
3. email: program.intake@usda.gov. 

 

This institution is an equal opportunity provider. 

 

If the statement cannot fit on the document due to size, agencies may use only the following statement:  

Funding provided by United States Department of Agricultural (USDA). USDA is an Equal 
Opportunity Provider, Employer, Lender. 

 

 

 

https://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
https://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
https://www.ascr.usda.gov/filing-program-discrimination-complaint-usda-customer
mailto:program.intake@usda.gov
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APPENDIX D. VOLUNTARY ENROLLMENT FORM 
Welcome to the CalFresh Employment and Training Program! By volunteering to participate in this 
program you will have the opportunity to receive services that will help you get a job or get a better job if 
you’re already employed. 

In cooperation with other state, county, and local agencies and community-based organizations, we are 
offering you the opportunity to receive appropriate services which could include Supervised Job Search 
and Work Experience.  

 
Volunteering for this program will increase your employment skills and may increase your 

chances of getting a job. 

These services will be provided at no cost to you. Services are funded by this agency and reimbursed by 
CalFresh (also known as the Supplemental Nutrition Assistance Program or SNAP).  

This is a voluntary program. You are not required to participate in order to continue receiving CalFresh 
(SNAP or Food Stamps). 

 
Please sign the statement below if you would like to participate in this program: 

 
• I understand that this is a voluntary program and does not affect my CalFresh benefits. 

 
• I understand that while this is a voluntary program, I agree to fully participate in order to 

increase my chances of finding employment or getting a better job. 
 

By signing this form, I consent to the gathering, use, and disclosure of confidential information about me 
between the organization listed at the bottom of this agreement and the County of San Diego Health and 
Human Services Agency (HHSA) and its agents, as necessary for the CalFresh Employment and Training 
program. I further grant permission to this organization and the HHSA and its agents to use my confidential 
information and data and disclose it to each other to plan, provide and coordinate services, payments, and 
benefits for me and to collect participation and outcome data for State and Federal reporting purposes or 
for other purposes authorized by law. This consent is valid for three years from the date signed, unless I 
revoke this consent, in writing, to the extent of the information already shared.  

 
 

   

Participant Name   
   

Signature  Date 

   

Organization Name  Program Name 

 
*Funding provided by United State Department of Agriculture (USDA). USDA is an Equal Opportunity 
Provider, Employer, Lender.  
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APPENDIX E: SUPERVISED JOB SEARCH APPLICATION 
FORM 
 

Site Name:  

Program Applying for Approval:  

Primary Contact Name and Position:  

Date:  

 

Short Description of the Site:  

 

 

 

Activities: 

 

 

 

Resources: 

 

 

 

Staffing:  

 

 

 

 

Pictures of the Site:  

Overview of Organization: 
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APPENDIX F. PARTICIPATION PLAN 
 

Participant Name:  ___________________________________ 

Date of Plan:   ___________________________________ 

Program(s):   ___________________________________ 

 

Program Description:  

[Insert program description here] 

Activities: The [Program name] program consists of the following activities: 

• [Activity 1] 
• [Activity 2] 

Program Expectations: While participating in the [Program name] program, participants will be 
responsible for: 

• Attending [insert number or percent] of classes/activities 
• Notifying [insert name] if you will not be in attendance 
• Completing [insert requirements] during the program 
• [Other Expectations] 

 

Participant objectives 

Goals: What are your career goals? What would you like to achieve though participating in this program? 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

Barriers: What barriers does the participant have in finding and/or securing employment and how can 
they be addressed? 

Barrier Strategy to Overcome Barrier 

[Barrier 1] [Strategy to overcome Barrier 1] 

 

Participant Signature:  ___________________________________ 

Agency Representative:  ___________________________________ 

Date of Signature:  ___________________________________ 

Funding provided by United States Department of Agricultural (USDA). USDA is an Equal Opportunity 
Provider, Employer, Lender. 
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APPENDIX G.  PARTICIPANT LOG 
The Participant Log is an Excel spreadsheet that PCG will share with each partner. Screen shots of two 
sections that are completed monthly/quarterly are provided below for reference.  

 

Participant Roster:  

The CFET partner list everyone that was active in the program in the prior month. Each green box must 
be filled out for each person. This roster is used to determine who was enrolled in CalFresh in that prior 
month.  

 

Outcome Measures: 

Outcome measures are collected for all participants that exit the program. The fields below are within the 
same Participant Tracking Log. Outcome measures should be completed when participants exit the 
program and are provided to the HHSA quarterly.   
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APPENDIX H – CERTIFICATION OF TIME 
Payroll Period: From _____________________________ to ________________________________ 

 

 Employee Name  Employee Name 

1  11  

2  12  

3  13  

4  14  

5  15  

6  16  

7  17  

8  18  

9  19  

10  20  

 

By the signature below, I certify that I have reviewed and approved the Named Employee’s time sheets. I 
certify that the time sheets are a true and complete record of the hours worked by the Named Employee 
during the time period.  

 

   

Printed Name 

 

 Signature 

Date  Organization 
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APPENDIX I - INDIRECT COST RATE CERTIFICATION 
 

1.  Does your agency have a federally approved indirect cost rate?   Yes    No 

2.  If yes, who is the approving federal agency?  

     Department of Labor   Department of Health and Human Services Other 

    If other, document below 

______________________________________________________________________________3.  

What is your Agency’s federally approved indirect cost rate percentage?       % 

4.  If your agency does not have a federally approved indirect cost rate. Document your 

     indirect case rate below and explain how the rate was determined.  

     Indirect cost rate percentage:      % 

____________________________________________________________________________________

____________________________________________________________________________________ 

(If the indirect cost rate percentage was determined by an auditing/accounting professional provide a 
statement from the audit/accounting professional explaining the methodology used.) 

4. What is your agency’s indirect cost rate base? (Costs indirect rate percentage will be applied against) 

     Direct Salaries   Direct Salaries + Fringe   All Direct Costs        Other 

If other, describe indirect cost rate base below: 

____________________________________________________________________________________

________________________________________________________________________ 

5.  Are facilities and administration (F&A) costs included in your agency’s indirect calculation? 

     Yes   No 

6.  Are utilities and space rental included as a part of your agency’s facilities and administration 

     (F&A) costs?  Yes   No 

 

_______________________________________________ 

Agency Name 

________________________________________________   _________________________ 

Signature of Agency Financial Officer     Date 
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